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ELECTIONSUBSTITUTEOFFICIAL

REQUIREMENTS
VCar to use on Election Day as transportation

VWilling to travel anywhere in Cuyahoga County to serve in a 
polling location as needed

VWill answer if called between 5:30 p.m. and 8:45 p.m. the 
Monday night prior to the election and report to the location I 
am assigned

VWill report to the BOE Warehouse, 3951 Perkins Avenue, 
Cleveland, OH 44114 at 5:15 a.m. on Election Day if I do not 
receive a Monday night assignment

V If you do not receive an assignment by 9 a.m., you will be 
released and paid $100 for your service.

VReport to your assigned Polling Location within 45 minutes if 
you are contacted to work on Election Day.
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ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

Class Time ς2.5 Hours

I. Overview

II. Primary Election

III. Tuesday morning

×Duties for each team

IV.Election Day

×Valid forms of ID

VI.Tuesday night closing

×Unvoted ballots/ballot packs 
go in Gray box
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ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

(CONT.)

Class Time ς2.5 Hours

VII.Electronic pollbooks

×/ƻƴŦƛǊƳ ǾƻǘŜǊΩǎ ŎǳǊǊŜƴǘ 
address

VIII.Provisional voting

×Voter must vote in correct 
polling location

IX.Final items/professionalism

×Customer service, cell phone 
etiquette
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WHAT DO THESE ABBREVIATIONS MEAN?

ACRONYMS
VPEO ςPrecinct Election Official

VVLD ςVoting Location Deputy

VVLM ςVoting Location Manager

VVAT ςVoter Assistance Table (i.e. provisional table)

VEPB ςElectronic Pollbook

VDS200 ςVoting Machine (ballot scanner)

VQRG ςQuick Reference Guide

VBOE ςBoard of Elections (election headquarters)

VORC ςOhio Revised Code

VSOS ςSecretary of State
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WHATΩSA PRIMARYELECTION?

Primary Election
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WHATΩSA PRIMARYELECTION?
The central purpose of a Primary Election is to allow 

voters to select (nominate) the candidates they 

would like to represent their political party in the 

General Election in November. 
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WHOCANVOTE?
VAny voter can vote in a Primary Election

V It does not matter what political party a voter was 
previously. Every voter has the right to choose to 
ǾƻǘŜ ŦƻǊ ŀƴȅ ǇŀǊǘƛŜǎΩ ŎŀƴŘƛŘŀǘŜǎ ŀǘ ŀ tǊƛƳŀǊȅ 
Election (or choose to be nonpartisan).
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POLITICALPARTIESIN THISELECTION
VDemocratic

VRepublican

VLibertarian

VNonpartisan

Democratic Republican
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WHATDOESSELECTINGA POLITICAL

PARTYACTUALLYMEAN?
VThe party a voter chooses at a Primary Election 
ōŜŎƻƳŜǎ ǘƘŜ ǾƻǘŜǊΩǎ ǇŀǊǘȅ ƻŦ ǊŜŎƻǊŘ ƛƴ ǘƘŜ .h9Ωǎ 
registration system until the next Primary Election, 
which is typically every two years. 

VFor example, if a voter chooses a Democratic ballot, 
ǘƘŀǘ ǾƻǘŜǊ ǿƛƭƭ ōŜ ŀ άǊŜƎƛǎǘŜǊŜŘέ 5ŜƳƻŎǊŀǘΣ ŀƴŘ ǿƛƭƭ 
remain so unless he/she chooses a different 
political party at a future Primary Election.

/ƻƴǘƛƴǳŜŘ Χ
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WHATDOESSELECTINGA POLITICAL

PARTYACTUALLYMEAN?
VAny voter can select a nonpartisan ballot, and this 

will make that voter unaffiliated with any party in 
ǘƘŜ .h9Ωǎ ǾƻǘŜǊ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎȅǎǘŜƳΦ 

VHowever, there are no nonpartisan candidates in a 
Primary Election, so if a voter chooses a 
nonpartisan ballot, they will only be able to vote on 
Questions and Issues.
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POLITICALPARTYISPUBLICRECORD
VPolitical party that a voter 

chooses in a Primary Election 
is public record. 

V If a candidate, campaign or 
any member of the public 
wants to view a list of voters 
who selected a particular 
party in a Primary Election, 
that information is available to 
them.

/ƻƴǘƛƴǳŜŘ Χ
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POLITICALPARTYISPUBLICRECORD
VSome voters are sensitive about their political party 

being announced publically at the polling location. 

VSince voter selects their political party on the EPB, 
and the slip that is generated has the political party 
he/she selected printed on it, there should be very 
few instances where a poll worker needs to either 
ask or state out loud the political party a voter has 
selected.



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 14

MYTHBUSTERS
VA voter DOES NOThave to vote in the Primary 

Election in order to vote in the General Election.

VA voter CANvote for any candidate in the General 
Election regardless of their political party.
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17-YEAR-OLDVOTERS
17-Year olds can vote in a Primary Election under the 
following conditions:

1. The voter will be 18 years old on or before the next 
General Election

2. A 17-year old CAN ONLY VOTE ON CANDIDATES, which 
means they must select a political party (a nonpartisan 
ballot only has Questions & Issues). 

3. EXCEPTIONS ON CANDIDATES:  17-years olds are NOT 
permitted to vote on any of the following:

× State Party Central Committee; 

× County Party Central Committee
Flip Chart Page 30
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CHALLENGINGVOTERSONPARTYSELECTION
VDO NOT challenge the party selection/affiliation of 

any voter

VA Primary Election allows a voter to choose their 
political party regardless of their previous party

V In the RARE instance that you believe a voter is 
choosing a political party in a disingenuous
manner, call the BOE for further instructions
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QUESTIONS?



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 18

TUESDAYMORNING
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EPB TEAM
­ Steps must be followed on ALL

Electronic Pollbooks

­ Confirm all four (4) icons in the 
status bar are GREEN

Flip Chart Page 17

All EPB QRGs can 
be found inside 
one EPB transport 
case with the MiFi
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BALLOT

TEAM

­ Steps must be completed for ALL 
Redand GrayBallot Boxes

­ All unopened ballot packs remain 
in Ballot Boxes until needed. Keep 
ballot boxes behind Ballot Table(s)

­ Remove and place on Check-In 
Table

ÅAuthority to Vote Slip Envelope(s);

ÅCurbside Envelopes;

ÅSoiled/Voided Envelope;

ÅEPB Reports Envelope; and

Å17-Year Old Envelopes

Flip Chart Page 16

QRG located 
inside REDBallot 
Box
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BALLOTTABLESETUP

Check-In Table and 

Ballot Table
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VIDEO: SCANNERTEAMTUESDAYMORNINGSETUP

VRefer to DS200 | Tuesday Morning SetupQRG (attached to lid of one 
DS200)

VTwo (2) Election Officials from DIFFERENT political parties
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SCANNER

TEAM

­ Inspect the DS200

ÅRemove EPBs from Ballot 
Compartment and place on Check-
In Table

­Complete DS200 Security Record

­Review the Configuration Report

­Open the Polls | Print the Zero 
Totals Report

Flip Chart Page 18

All DS200 QRGs 
are attached to 
the lid of two 
DS200s

Zero Report MUST be 
signed by officials of 
opposite political parties!
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VOTERGREETER

VALL VOTERS MUST go 
to the Check-In table

Vά!ƴȅ [ƛƴŜΦ !ƴȅ ¢ƛƳŜέ

VAsk voter to have valid 
ID out and ready
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LOCATIONREADYFORVOTING
By 6:15 a.m. all Check-In and Ballot Table(s) and at least 
one (1) DS200 in the location must be ready for voting, 
which means:

× EPBs & Ballots are in the proper locations and ready for 
use

× At least one (1) DS200 is sealed and ready for use

× The VLM makes Mandatory Call to the BOE to report 
location is Open and Ready by 6:30 a.m.

× !ǘ сΥол ŀΦƳΦ ǘƘŜ ±[a ŘŜŎƭŀǊŜǎ ά¢ƘŜ tƻƭƭǎ ŀǊŜ ƻǇŜƴ ŦƻǊ 
votingΗέ

Flip Chart Page 19
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ELECTIONDAY
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PROCESSINGTHEREGULARVOTER

Overview:

VIn a typical election, 97% of voters cast a 
regular ballot. These voters: 

Ҧ Are registered with the correct name and 
address in the Electronic Pollbook;

Ҧ Have proper identification; and 

Ҧ Have not requested to vote by mail or voted 
early at the Board of Elections
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VIDEO: ACCEPTABLEFORMSOFID
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ACCEPTABLEFORMSOFID (FLIPCHARTPAGE20)

VPhoto ID is NOT REQUIRED in the state of Ohio

VConceal Carry/Hunting License ARE acceptable forms of ID

VElectronic versions of Proper ID are permissible
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USINGTHEDS200 BALLOTSCANNER
The Scanner Official will:

VUse all machines equally and NEVER use emergency 
slot

VConfirm with voter that he/she has marked the 
ballot

VAsk voter to remove Stub A from each ballot and 
place in Stub A Envelope

VNEVER tell voter which option to select or make a 
selection for the voter on DS200

/ƻƴǘƛƴǳŜŘ Χ
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USINGTHEDS200 BALLOTSCANNER
The Scanner Official will:

VInstruct voter to insert ballot one sheet at a time

VInstruct voter to push ballot sheet all the way into 
DS200

VStay five (5) feet away from the scanner for voter 
privacy

VGive voter a sticker and voter survey postcard
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17-YEAR-OLDVOTERS
VWill be marked as 17-Year-Old voter in EPB

V Ballots will be placed into 17-Year-Old Envelope

V To ensure 17-Year-Old voters do NOT vote on issue 
contests and do NOT scan their ballots, be sure to:

× Use 17-Year-Old stamp to mark top left corner of all ballot 
sheets

× Provide voter ballot, copy of 17-Year-Old instructions and 17-
Year-Old Envelope

× Review instructions with voter

× Sign 17-Year-Old Envelope and place in Gray ballot box

Flip Chart Page 30
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VOTERSWITHDISABILITIES
VTreat with respect

VDo not challenge voters who are receiving 
assistance or have other ADA needs such as a 
service animal

VVoters with disabilities can receive assistance 
from:

× Family member or friend (never an
employer or union representative)

× Two (2) PEOs of opposite political parties

×Use AutoMARK

×Use Curbside voting (Flip Chart Page 30)
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EXTENDEDVOTINGHOURS

In rare situations, a court order could require the 

polls to remain open later than 7:30 p.m. The Board 

of Elections will notify you if your polling location is 

required to remain open and provide you with the 

new closing time.

Flip Chart Page 31
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TUESDAYCLOSING
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REMINDERS
VVoters in line at 7:30 p.m. get to vote

VDO NOT start closing procedures until last voter has 
left the location

VEach bag has a checklist that says what will go in it 
at the end of the night

VAll workers need to help with the closing process
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VIDEO: SHUTTINGDOWNTHEDS200

VRefer to DS200 | Tuesday ClosingQRG (attached to lid of one DS200)

VTwo (2) Election Officials from DIFFERENT political parties
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SCANNER

TEAM

­ Print Results Reports
ÅGive Ballot Status Accounting report to 

VLM to complete the Ballot Accounting 
process on EPBs

­ Remove Memory Sticks

­ Empty the Ballot Compartments

Flip Chart Page 31

All DS200 QRGs 
are attached to 
the lid of two 
DS200s



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 39

DS200 CLOSING

V DO NOTRemove Memory 
Sticks until two (2) copies 
of Results Report print 
and DS200 has completely 
shut down  

V Early removal will corrupt 
data on memory stick
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VIDEO: POST-ELECTIONPACK-UPCHECKLIST

VwƻǾŜǊ ǿƛƭƭ ōǊƛƴƎ ŀ ά/ƭƻǎƛƴƎ tŀŎƪŜǘέ ǘƻ ǘƘŜ ±[a ŀǊƻǳƴŘ 2 p.m.
on Election Day
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VAT, BALLOT

& SUPPLY

TEAMS

­ Must verify all items are 
packed in correct bags

­ Use Post-Election Pack-Up 
Listand labels on each item 
to complete closing process

­ Copy of Post-Election Pack-
Up Listis located in the 
Brown Expandable Folder in 
BlueSupply Bag and in the 
GreenUpdate Folder

Flip Chart Page 25

QRG is inside the 
BlueSupply Bag
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TUESDAYCLOSING- VAT TEAM

VCount number of VOTED 
Provisional Envelopes inside 
each Clear Provisional Pouch

VRecord total on the label of 
Pouch

VProvide EPB Team the Pouches 
to use during Ballot Accounting

VPack Clear Provisional Precinct 
Pouches inside any GrayBallot 
Box

Flip Chart Page 35
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TUESDAYCLOSING- BALLOTTEAM

VLocate Soiled/Voided, Curbside and 17-Year Old 
(only in locations with candidates) Envelopes

V±ŜǊƛŦȅ ά±hL5έ ƛǎ ǿǊƛǘǘŜƴ ƻƴ ŜŀŎƘ ōŀƭƭƻǘ ƛƴǎƛŘŜ 
Soiled/Voided Ballot Envelope

VGive Curbside and 17-Year Old Envelopes with 
voted ballots to EPB Team for Ballot Accounting 
process

VAll envelopes are to be packed in any Grayballot 
box once Ballot Accounting process is complete

/ƻƴǘƛƴǳŜŘ Χ
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TUESDAYCLOSING- BALLOTTEAM

VRemove any UNUSED ballots or envelopes from 
Redballot box and place in any Grayballot box

VOnly voted ballots are placed in Redballot box

Flip Chart Page 35
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TUESDAYCLOSINGςSUPPLYTEAM

VRemove all posted signs and flags

VTake down voting booths

VPlace all other election supplies and Greensupply 
bag inside Blue location supply bag

VVLD, once complete with VAT closing, will oversee 
Supply Team



CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAININGMARCH17, 2020 | PRIMARYELECTION

QUESTIONS
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5-MINUTEBREAK



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 48

ELECTRONIC

POLLBOOK

HANDS-ON

TRAINING
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POINTSOFEMPHASIS/LESSONLEARNED
VTake time to review if the form of ID presented is 

non-expired

VDo not automatically/robotically take what the EPB 
screen tells you without confirming the current 
address and name of the voter

VAllow 2-3 minutes for the ballot accounting to 
transmit to the BOE on Tuesday night
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WHATAREELECTRONICPOLLBOOKS? (EPBS)

How They Work

VContain record of every registered voter in county

VProduce various slips that inform Election Officials on how to 
process the voter

VDirect voters to correct polling location as necessary

VTransmit important data securely back to the BOE

Benefits of EPBs

VReduce check-in and wait times

Vά!ƴȅ [ƛƴŜΣ !ƴȅ ¢ƛƳŜέ

VScanning ballot stub barcode ensures voters get right ballot

VReduce the number of provisional voters
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VIDEO: EPB MONDAYNIGHTSETUP

Flip Chart Page 12
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UNPACKYOUREPBTRANSPORTCASE

Work with your partner. Ask the Trainer 

or the Training Assistant for assistance if 

you have questions.
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OPENINGTHEEPB APP

CONFIRMTHEICONSIN THEBOTTOMSTATUSBARAREALLGREEN.

UNLOCKTHEDEVICEAND

LAUNCHTHEEPB PROGRAM

VERIFYTHEELECTIONDATE
ANDPOLLINGLOCATIONNAME

DO NOT press the GREENSTART button or log 
into the EPBs using passwords on Monday 
Night.

Flip Chart Page 13
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Å Sent electronically and securely through the MiFi device to all EPBs

Å ESSENTIALthat ALLEPBs are connected to the MiFi on Monday Night

Å Sheet with Absentee File # will be inside your EPB Transport Cases. Should 
match what your EPBs show when the device is turned on for the first time.

Å Number will increment approximately five (5) to ten (10) files once the 
device has an active central connection (green fan).  This could take up to 5 
minutes.

Å The final number on all EPBs will be the same.

ABSENTEESUPPLEMENTALLIST
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CLOSINGANDSTORINGTHEEPBS

STEP5: ENTERSLEEPMODE
STEP6: STOREEPBSUNTILELECTION

MORNING

DO NOT TURN THE MiFi HOTSPOT OR 
THE PRINTERS OFF!
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EPB TUESDAYMORNINGSETUP

STEP1: ELECTIONMORNINGSETUP STEP2: WAKETHEEPBS

Flip Chart Page 17

STEP3: UNLOCKDEVICE& LAUNCHEPB STEP4: VERIFYCONNECTION

Verizon AT&T
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EPB TUESDAYMORNINGSETUP
STEP5: VERIFYINFORMATIONONINITIALSCREEN STEP6: VERIFYABSENTEEFILESTRANSMISSION

STEP7: PRESSSTARTTOLOGINTOTHEEPB STEP8: LOGINTOTHEEPB

STEP9: ENTERPASSWORDS STEP10: PRINTZEROREPORTS

Central Connection

Sideways   
Communication

Charging

Printer


